Business Services Online Tutorial

How To Use Business Services Online Registration

Lesson 1: How to register for a Personal Identification Number (PIN) and
password

Step 1: Point your browser to the Business Services Online Welcome page
www.ssa.gov/bso/bsowelcome.htm
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Step 2: Select the Registration link on the BSO Welcome Page.

’ Registration

If wou have not registered for Business Services
Onling and need to obtain a Personal [dentification



http://www.ssa.gov/bso/bsowelcome.htm

Step 3: After reading and agreeing to the Business Services Online Attestation page, select the
‘I Accept’ button.
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Step 4: Complete the Business Services Online Registration form.
(Note: Fields marked with an asterisk (*) MUST be completed.
Do NOT use punctuation in any field. This includes dashes in phone numbers.
Help pertaining to each field is located at the bottom of the page.)

Business Services Online

Social Security’s Business Services Online {850, -

Central Content

Registration for Business Services Online

Form Approved: OB MNo. 0960-0626
Expires 11/320/2003

NOTE: Accountants, CPA's, etc.
You only neaed to register once in your oven firm's name. You can then conduct business for as
many clients as you wish.

Quick Help!
# Fields marked with an asterisk ™) MUST be completed.
* Do MOT use punctuation in any field. This includes dashes in phone numbers.
+ Please do MNOT use your browser's navigation keys during this application.
* Usze of the browser's navigation keys may cause a loss of data.
+ Hzlp partaining to =ach fizld is locsted at the bottorn of the pags.

Information About You:

This part of the form gathers information about you, the employves requesting a Personal
ldentification NMumber (FPIMNY. The information you provide will be compared to our records to verify

youUr identity.
First Name:~ [
Middle Name: [
Last Name:” |
Suffix: (Jr, Sr, LML WY [
Social Security Number:* [
Date of Bith: immddccyyy [

Address Line 1:*
(vour Passvvord will be mailed to this address)
Acddress Line 2: |

City:* |

If wou are located in the LS.

State: |
Zip Code: | _|

If you are located OUTSIDE the US:

Foreign State or Province: |

Postal Code: |

Country: [United States =]

YWork Phone Number:™ |
Extension: |
Fax Number: |

E-mail: |

Information About Your Company or Business:

This part of the form gathers information about the company that employs you or that you own . The
information you provide will be compared to our records to wverify that wou currently work for the
company or business whom your are representing

Company Name or Business Name:™ |

Company Phone Number:* |
Extension: |

Employer Identification Mumber (EIN): |

oOR
—
I am Self Employed and DO NOT have an EIN:

Submit I Cancel I

Have a question? Call 1-800-772 6270 to speak with Employer Customer Service personnel
For TODVTTY call 1800325 0778,

Step 5: Select the ‘Submit’ button to process the registration form. Select the ‘Cancel’ button to
end the registration request.



Step 6: After selecting the Submit button, your Personal Identification Number (PIN) will be
display.

Skip to Central Content

. Social Secutity Online

f
.l < Busmess Services Online

Central Content

Fersonal ldentification Mumber (FIMN) and Password

Your Personal Identification Number (PIN) for Business Services Online is:

TWTTTTWW

Please record this number for your future use. You will need this number
AND your password to access Business Services Online.

Your temporary password will be sent to you by first class mail within 2
weeks. In the meantime, you may access some of the BSO features using
your PIN and SSN for up to 30 days. You must wait for your password to
utilize the other BSO functions.

BS2 Login Page

SSA is one of the leading government agencies at the forefront of advances

in technologies. We invite you to pantner with us by participating in our Voice

Print project. Participation in this pilot is NOT required to use BSO. If you are
interested in learning more about this project select the link below.

I would like rore information about participating in $5A's Waice Print project

Hawe a gquestion? Call 1800772 6270 to speak with Employer Custorner Sewice personnel.
For TOD/TTY call 1.800-325-0778.

(Note: You can use your assigned PIN, with your SSN as your password to login to Business
Services Online for up to 30 days after you register. Your password will be mailed
to you within 2 weeks.



Lesson 2: How To Change Your Password

Step 1: Select ‘Login’ link from the Business Services Online Welcome Page after reading and
agreeing to the Business Services Online Attestation page, select the ‘1 Accept’ button.
The Login page will be displayed. You must login with your PIN and password.

Step 2: The Business Services Online Home Page will display. Select the
‘Change your Password’ link.

(Note: You must change your password at least once a year in order to keep your
PIN active.)

Registration Services:

P Change yvour Password
Your passwiord must be chanded at least once ayear in arder to keep your PIM active.

P Update your Contact Information
Update or change your registration infarmation - correct address, phone number o compary phone
number.

P Deactivate vour PIN

Deactivate your Personal [dentification Murmber (PIM.

Step 3: Complete the ‘Change your Password’ form. Then select ‘Submit’ to process or
‘Cancel’ to exit.

Skip to Central Content
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BSOC Home| BSS Information Links | Sontact $54| Keyboard Mavigstion | Logout

Central Cantent
Zhanging Your Password for Business Services

You can change your password for Business Services Online by completing this form.
You may change your password at any time and as often as you want.

Your password must be eight characters long and be a combination of lstters and
numbers That is, there must be at least one letter and at least one number in your
password. The other seven characters may be all letters or all numkbiers or any
combination.

You must change the temporary password you received by mail after you registered for
Business Online Services onyour first visit. You will also be prompted to change your
passwiord once ayear.

Enter Current Password: [

Enter New Password:[

Reenter New Password:[
Submit | Cancel |

Have a guestion? Call 18007726270 to speak with Ermployer Custormer Service personnel.
For TDDATTY call 1-800-325.0778.

BSO Home| BSO Information Links | Contact S5A | Keyboard Mavigation | Logout



Step 4: The password change confirmation page will be displayed after selecting the ‘Submit’
button.

Skip to Central Content
sy, ocil SecuityOnline
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B50 Home | BSO Infarmation Links | Contack 534 | Keyboard Mavigation | Lagout
Central Content

Your Business Senices Online (BS0) Password Has Been Changed.

BS0 Homme

Have a question? Call 1.800-772.6270 to speak with Employer Customer Semice personnel.
For TODVTTY call 1.800-325.0778.

BSO Home | BSO Information Links| Contact S5A| Keyboard Mavigation | Logaout




Lesson 3: How To Update Your Contact Information

Step 1: Select ‘Login’ link from the Business Services Online Welcome Page after reading and
agreeing to the Business Services Online Attestation page, select the ‘I Accept’ button.
The Login page will be displayed. You must login with your PIN and password.

Step 2: The Business Services Online Home Page will display. Select the
‘Update your Contact Information’ link.
Step 3: The Registration Form will display. Update the information you wish to change, then

select ‘Submit’.

Note: You can only change the following information:

Name Date of Birth Address

City State Zip Code

Work # Fax # E-mail Address
Company/Business Name Company Phone Number

Step 4: The contact information updated will be displayed after selecting the ‘Submit’ button

Skip to Central Content
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BS2 Home | BSO Information Links | Contact S5A| Keyboard Mavigation | Logout
Central Content

Your Reqgistration Information Has Eeen Updated.

BESO Home

Have a question? Call 18007726270 to speak with Employer Custormer Service personnel.
For TDOVTTY call 1-800-3250778.

BESD Home | BSO Information Links | Contact $5A| Keyboard Mavigation | Logout




Lesson 4: Deactivate Your PIN

Step 1: Select ‘Login’ link from the Business Services Online Welcome Page after reading and
agreeing to the Business Services Online Attestation page, select the ‘I Accept’ button.
The Login page will be displayed. You must login with your PIN and password.

Step 2: The Business Services Online Home Page will display. Select the
‘Deactivate your PIN’ link.

Registration Services:

P Change your Password
Your passward must be changed at leastonce & year in orderto keepyaur PIN active.

P Update your Contact Information
Update or change your registration information -- correct address, phone number of company phone
nurmher.

P Deactivate your PIN

Deactivate your Personal [dentification Mumber {PIN).

Step 3: Complete the Deactivate your PIN form. Select ‘Deactivate’ to process or ‘Cancel’ to
exit.

Skip to Central Content
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Deactivating Your Personal Identification Number (PIN) for Business Services

To deactivate your PIN, enter your Password, select the reason for requesting
deactivation and press the "deactivate" button at the bottom.

Password: [

| want to deactivate this PIN because:

& lam no longer authorized to use Business Services Online.
OR
¢ This PIN was compromisaed (e.y., disclosed to an unauthorized person).

Deactivate | Cancel

Have a question? Call 1.800-772 6270 to speak with Employer Custorer Semice personnel.
For TDD/TTY call 1-800-325-0778.

BEC Home | BSS Information Links | Contact 554 | Keyboard Mavigation | Logeut



Step 4: The deactivated PIN confirmation page will be displayed after selecting the ‘Submit’
button.

Skip to Central Content
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Your Business Services Onling (BSO) PIN Has Been Deactivated.

BSC Welcame

Have a gquestion? Call 1.800-F72 6270 to speak with Employer Customer Service personnel.
For TDDATTY call 1-800-3250778.
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